
RESOLUTION NO. 3821 

ADOPTING SPECIFICATIONS AND SALARY 
RANGE FOR CERTAIN CLASSIFIED POSITIONS 

RESOLVED, by the City Council of the City of Lodi,  that 

the Class  Specifications and Sa lary  Range for  Administrative 

Assis tant-Publ ic  Works,  Dispatcher  Clerk-  J a i l e r  (male) ,  Dispatcher  

Clerk-Matron (female),  Dispatcher  C le rk -F i r e  and S t r ee t  Light 

Maintenance Man,  copies of  which a r e  annexed he re to  and made a 

par t  hereof as if s e t  for th  in full herein,  a r e  hereby approved and 

adopted as Class  Specifications and Sa lary  Range in the Classified 

Personnel  Service of the City of Lodi and sa id  Specifications and 

Sa la ry  Range shal l  app ly  a s  o f  this date. 

Dated: September  5 ,  1973 

I hereby cer t i fy  that Resolution No. 382 1 was passed 
and adopted by the City Council of the City of Lodi in  
a regular  meet ing held September  5 ,  1973 by the 
following vote: 

Ayes: Councilmen - Zhrhard t ,  Katnich and Pinkerton 
Noes: Councilmen - None 
Absent: Councilmen - Schaffer and Hughes 



City of Lodi July 1973 

. ADMINISTRATIVE ASSISTANT - PUBLIC WORKS 

DEFINITION 

Under genera l  direct ion pe r fo rms  adminis t ra t ive studies of Public Works 
operation, p r e p a r e s  r e p o r t s ,  follows p rogres s  of work projects  and does related 
work a s  required,  

EXAMPLES OF DUTIES 

Relieves the Direc tor  of Public Works of a s  many routine adminis t ra t ive 
chores  a s  possible, p e r f o r m s  adminis t ra t ive,  operational and organizational 
studies of Public Works operations.  Handles routine business,  complaints,  and 
adminis t ra t ive detai ls  f o r  the Public Works Director.  
dence, originates notification l e t t e r s  to property owners regarding work pro jec ts  
adjacent  to o r  affecting their  property,  co-ordinates department  budget preparat ion.  
Co-ordinates adminis t ra t ive work of Public Works projects,  p r e p a r e s  and /o r  
reviews specifications for  Public Works projects  to a s s u r e  that the document 
complies  with established policy. 
and maintains p rogres s  schedule cha r t s ,  and p repa res  routine ordinances and 
r e  solutions. 

Answers  routine cor respon-  

Follows p rogres s  of Public Works projects ,  

. I  

LICENSE 

Posses s ion  of a n  appropriate  California Operators  l icense issued by the 
State Department  of Motor Vehicles. 

DESIRABLE Q U A L I F ~ ~ A T I O ~ S  

Office procedures  and prac t ices ;  
Pr inc ip les  of organization and administration; 
Basic  statistical tec bnique 8 .  

Ability t o :  

P r e p a r e  c l e a r  and comprehensive writ ten reportsg 
E x p r e s s  self oral ly  with c la r i ty  and brevity$ 
Es tab l i sh  and maintain c 0- operative re la  tion s hips with 

fellow employees and the public while s t i l l  main- 
taining f i rmness  and tact; 

Understand and c a r r y  out complex o ra l  and writ ten instruct ions;  
Apply a high degree  of independent judgment to r e s e a r c h .  

and 



Administrative Assistant - Public W o r k s - - 2  

DESIRABLE QUALIEICATIONS - continued 

One year of experience in a municipal operation at level of 
intern o r  Administrative Aide. 
time work o r  as a par t  of a college curriculum. 

This can be full o r  par t -  

and 

Education: 

Graduation f rom recognized four-year college with degree in  
Public Adminis t ra~ion,  Business Administration, Political 
Science o r  related field. 

Salary Range: $825 - $1003 

. .  
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C i t y  o f  Lodi 
i l e  August 1973 

Dl S P A T C I ~ E R - C L E R K - J ~ I L E R  
(male) 

Salary Hange: $663 - $595 - $731 .. $767 $805 
?CFIE.:ITICE; 

. .  

Ljnder general superv is ion  on assigned s h i f t ,  t o  transmi t and rcceiv; rhessajes . .  

on radio, ~ e l e ~ ~ o n e ,  and ~ e l e t y p e  eqiiipment i n  c o o r d ~ n a t i n g  the  work o f  law 
c n f o r c ~ m e n t  p r sonne l j  t o  take  messages, r e l a y  ca l l s ,  and d ispatch  equipment ,.  

f o r  n u b l i c  safety; t o  p r i m a r i l y  responsib le  for. processing, c a r i n g  f o r  and. . 

custody O F  a l l  p r i ~ o n ~ r s  i n  c i t y  j a i l  f a c i l i t i e s ;  t o  prepare and procpss a . w i d e '  ' 

v a r i e t y  o f  p o l i c e  records i n c l u d i n g  ~ e c h n i c i a i  and c t e r i c a l  work i n  f ingerpr in t ;ng  
and  t o  do r e l a t e d  work as required. 

Di STI  h' GU I SHI I4G CN VACTERI STX C 5 

A0 ~ p l o y e e  i n  t h i s  c lass i s  c a l l e d  upon t o  do a wide v a r i o t y  o f  p o l i c e  
c [ ~ i u n ~ c ~ t i o n s  and c l e r i c a l  dur' ies w i th   minim^^ s i~perv is ion .  J a i l e r  d u t i e s  
aF an employee i n  t h i s  class w i l l  i nc lude  a s s i s t i n g  an a r r e s t i n g  o f f i c e r  i n  
~ r o c e s s i n g  p r i soners  i n c l u d i n g  searching, booking, p ~ o v i d i n g  medical care, 
t r a n s p o F t i n g ~  f e ~ d i n g ,  and a t tend ing  t o  pers5nal needs. T h i s  c lass  may t e  

that: o f  ~ i ~ p a t c  
1 p r ~ ~ a f i l y  w i th  

k - ~ i a t r o n  i n  t h a t  the j a i l e r  d u t i e s  

E X ~ P L E S  OF ~ U T ~ E S  

r d  ~ p e r a t i n g  procedures i n  ~ r a n s m i t t i n g .  and rece iv ing  r a d i o  
rm ~ h j ~ l e s  i n  t h e  f i e l d  and law :nforccnent agencies i n  

c o o r ~ i n a t i n ~  and i n ~ o r m i n g  on mat te rs  r e l a t e d  t o  the con t ro l  and enforce men^ 
o f  l aw and order; majntai..ns,,log o f  r a d i o  t r ~ ~ s m i s s i o n s  and s ta tus  board s h ~ i n g  
l o c ~ t i o n  o f  a l l  p o l i c e  un i ts ;  mon' i tors c ~ u n i c a t i ~  networks i n c l u d i n g  ca r - to  
'car, county, and spec ia l   purpose^ and re lays  i n fo rma t ion  t o  local. a u t h o r i t i e s  

equipment as p a r t  o f  t h e  var ious l a w  ~n fa rcemen t  in fo rmat ion  networks; c a r r i e s  out' 
Watch C o ~ a n d  r ' s  i n ~ t r u c t i o n s  i n  dep1,oying f i e l d  forces, c a l l i n g  f o r  ~ e r ~ e n c y  
e q u i ~ e n t ,  or ~ s w e r i n ~  ~ e l e p h o n e  requests; w r i t e s  and br,oadcasts po in t - to -po in t  
b u l l e t i n s  For wanted veh ic les  or  persons; receives cgmplaints from the  pub l ic ;  
a s s i s t s  i n  video f i l m i n g  o f  drunk d r i ~ r s ;  enforces custodia l  f a c i l i t i e s  
rpgLilaEions; works rdEh tho a r r e s t i n g  o f f i c e r  i n  s e ~ r c ~ i j n g  and ~ooking prisoners;,,"' 
takes immediate custody o f  p r o p e ~ t y .  and issues proper ty  receipts; processes a r r e s t  
and i n c i d e n t  ~ e p o r t s ,  i n i t i a t e s  ac t i on  t o  p rov ide  medical care f o r  p r i soners  as '  
reqiui r e d  by c i  r c i ~ m s t a n c ~ ~ :  ~ r a n s p ~ r t s  ' o r  arranges f o r  ~ r ~ n s p o r t a t i o n  o f  prisoners; 
a s s i s t s  pr isoners  w i t h  l ega l  and Jog ica l   request^, i n c l u d i n g  v i s i t o i s , ,  b a i l  ' .  , ; 

l ega l  counsel, and f i l y  n o t i f i c a t i o n ;  processes 'orders t o  re lease prisoners; 
insures  t h a t  p r i soners  are proper ' ly  fed  and otherwise cared for;  ma in ta ins  records, 
~ n c l u d i n g  r c p a r ~ s  o f  a r res ts ,  crimes, and services, searches F i l e s  f o r ' a  wide 
v ~ ~ i ~ t y  o f  i R f o ~ a t i o n  such as p r i o r  records, modus operandi,  al iases,  and o the r  
h i s t o r i e s ,  ind.cxes and f i l e s  basic  law enforcement i n fo rma t ion  cards, repor ts ,  
and p roper t y  r ~ c a r d s ;  performs r e l a t e d  c l e r i c a l  duties, wa i t s  on the p u b l i c  
a t  the  i n fo rma t ion  counter8 processes ~e lephone  and o ther  l ega l  and proper  c a . ~ l s  
concerning pr isoners;  inspec ts  f a c i l i t i e s  f r e q u ~ n t l y  t o  i nsu re  sa fa ty  and 
s e c u r i t y  o f  p r i soners  and proper  san i ta ry  c o n d i t i o n s ~  f i n g e r p r i n t s  and photo- 
graphs i n d i v  
the  proper  m 

o r  mob i le  un i ts .  a s ,  the  s i  t u a t i o n  r e q ~ i r e s ;  o p ~ r a t e s  te le t ype  and c ~ p u ~ e r  r ~ o t e  b 

i n i s t e r s  f l r s t  a i d  as required; and, o t h e ~ i s e  
OF p r t  soner custody. .. 



D i s p a t c h e r - ~ I c r k - J a ~ l ~ f  * 2 

L I C E  h SE 
P 

P o s s e s ~ ~ o n  o f  an a p ~ r o p r ~ a F e  C a i i ~ o ~ n i a  0 r a t o r ' s  l i cense  i s ~ u a d  by t h  
S ~ a t e  Departinent o f   lat tor ~ h i c l e s .  

ACE . 
A 

~ ~ ~ n i m ~  age 18 years a t  time o f  

ccura tc ly  a t  a r a t e  o f  35 words ~ C F  minute. 
LCaFn local g~ography; 
F i l e  a l p ~ a b ~ ~ i c a l l y  and f ~ u m e r ~ c a l l y  w i t h  spaed and accu racy~  
Speak c l e a r l y  and d e c i s i ~ ~ l y ;  * 
Fallow o r a l  and w r i t t e n  d i rec t ions ;  
Read and e f fec t4  r t i n c n t  laws, po l i c i es ,  rules, 

instruct ions,  
r a d i o  broadcas functions, and de ten t ion  faci  l f t y  

ons haviRg t o  do w i t h  police 

ick, e ~ f ~ c t i v e ,  and reasonable s o ~ u t i o n s ,  
t o  p r ~ ~ l e m $  a r i s i n g ~  

judg~m@nt and d i s c r ~ t i o n  I n  main ten in^ f i r m  c o n t r o l  
he d ~ ~ e n t i 0 . n  f a  l i t i c s  and prisonars; 

r ~ p i o y e e s  and the publ ic ;  

EX PER^ E K E  

None required. 

EDU CAT I0 t l  

~quivalent t o  cQmpletian of the t w e l f t h  grade. 

HE I GHT 
P 

in  minimum^ iflchcs maximum i n  bare feet ,  I 

and 

UEIClfT 
P 

t 

Must be i n  propQFtion t o  h ~ l g ~ t ,  but  not l e s s  than 150 Ibs.  nor more than 
250 Ibs. ,  a t  t ~ m e  o f  medical i R a t  ion. 

and - 
HE ARI f l G  
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01 SPATCtlER-CLCRI(-~ATR~N 
(Fema le)  

S a l a r y  Range: $663 - $696 - $731 - $767 - $805 

Under r ,encral  s u p e r v ~ s i o n  on a s s i g n e d  s h i f t ,  t o  t r a n s m i t  and r x e i v e  
messages r n  r a d i o ,  t e I e p h o n ~ '  and t e I e t y p e  e q u i ~ e n t  i n  c o o r d i n a t i n g  t h e  
work o f  law enforcem 
e q u i p ~ e n t  f o r  
f o r ,  and c u s t o  i n  c i t y  jail f a c i l i t i e s j  to p r e p a r e  and p r o c ~ s s  
a wide v a r i e ~ y  o f  o o l i c e  r e c o r d s  i n c l u d i n g  t ~ c h n i c a l  and clerical work i n  
f ~ n g e r p r i n t ~ n ~ ;  and to do f e l a t e d  work a s  r@quirad .  

t o  t a k e  m@ssages, r e l a y  c a l l s ,  and d i s p a t c h  
pr imar i  t y  r e s p o n s i b l e  far  p r o c e s s i n g ,  c a r i n g  

0 I ST I NGU I SHI NG C H ~ R A C l  ERI STI C S 

e i n  t h i s  c l a s s  i s  c a l l e d  upon t o  do a wide v a r i e t y  o f  p o l i c e  
c ~ u n i c a t i o n s  and c l e r i c a l  d u t i e s  w i t h   minim^ s u p e r v i s i o n .  J a i l e r  d u t i e s  
O F  an employee i n  t h i s  class w i l l  i n c l u d e  a s s i s t i n g  an a r r e s t i n g  o f f i c e r  i n  
p r o c e s ~ i n g  p r i s o n e r s  i n c l u d ~ n g  s e a r c h i n g ,  booking, provid ing  medical  care, 
t r a n s p o ~ t i n g ,  fe ing ,  and a t t e n d i n g  t o  personal  needs,  This  c l a s s  may be 
d i s t i n ~ u ~ s h e d  f r  t h a t  of D i s p a t c h e r - C l e r k - J a i l e r  i n  tha t  t h  Matron d u t i e s  ' 
p e r f o ~ e d  wf 1 1  d 1 p r i m a r i l y  w i t h  f a l e  p r ~ s o n ~ r s .  L 

x 

EXA'4PIPLES OF DUTIES 

Uses s t a n d a r d  o p e r ~ t i n g  p r o c e d u r e s  i n  t r a ~ s m i t t i n g  and r e c c i v i n g  r a d i o  
c ~ ~ u n i c a t ~ o n s  f r  v e h i c l e s  i n  t h e  f i e l d  and law e n f o r c ~ e n t  qenc ies  i n  
c o o r d i n a t i n g  and j n f o ~ i n g  on ~ a ~ ~ e r  r e l a t e d  t o  the c o n t r o l  and e n f o r c ~ e R t  
o f  law m d   order^ m a i n t a i n s  log of r a d i o  t r ~ n s m i s s i o n s  and s t a t u s  board s h o ~ ~ i n g  
l o c a t i o n  o f  a l l  police u n i t s ;  m o n i t o r s  c ~ u n i c a t i o r s  networks i n c l u d i n g  car- 
t o - c a r ,  cniinty, 
o r  moLilc units as  t h e  s i t u a t i ~ n  ' r e q u i r e s ~  o p e r a t e s  t e l e t y p e  and c ~ p u t e r  
r ~ m o t ~  e q u i p ~ , i ~ n t  as p a r t  o f  t h e  v a r i o u s  law enforcement  i n f o ~ a t i o n  networks: 

tch C ~ . t ~ a n d e r ' s  i n s t r u c t i o n s  i n  d e p l o y i n g  f i e l d  f a r c e s ,  c a l l i n g  
e ~ u i p m e n t ,  o r  nswering t e l e p h o n e  r c q u e s t s i  writes and b r o ~ d c a s t s  

d s p e c i a l  purpose,  and r e l a y s  i n f ~ r m a t i o n  t o  local a u t h o r i t i e s  
. 

C b u l l e t i n s  f o r  wanted v @ h i c l e s  ar persons;  r e c e i v e s  compla in t$  f r a n  
ssists i n  v ~ ~ e a  f i l m i  runk d r i v e r s ;  e n f a r c @ s  c u s t o d i a l  

a r r e s ~ i n g  o f f i c e r  i n  ~ e a r c h i n g  and 
a t e  custody '  o f  p r o p e r t y  and issues p r o p e r ~ y  

i l l  a t  ions;  works w i t h  
p r i s o n e r s ;  t a k e s  i 

reccipts: proces$es  a r r e s t  and i n c i d ~ n t  r e p o r t s ;  a c c ~ p a n i e s  mate o f f j c e r s  
i n  ~ n ~ e r r o g a t ~ o n  o f  f@male s u b j e c t s ;  . i n i t ~ a t e s  a c t i o n  to p r o v i d e  medical  c a r e  
f o r  p r i s o n e r s  as r e q u i r e d  by c i r c u m s t a n c e s ~  t r a n s p o r t s  o r  a r r a n g e s  f o r  t r a n s -  
p o r t a t i o n  of  FcrnalP p r i s o n e r s ;  a s s i s t s  p r i s o n e r s  w i t h  l e g a l  and logical  r e q u c s t s ~  
i n c l t . d i n g  v i s i to rs ,  b a i l ,  l e g a l  c o u n s e l ,  and f a m i l y  n o t i f i c a t i o n ;  processes 
ordcrs t o  r e i e a s e  p r i s o n e r s :  i n s u r e s  Chat  p r i s o n e ~ s  are p r o p e r l y  f e d  and other- 
wise c a r e d  f r; m a ~ n t a ~ n s   record^, i n c l u d i n g  r e p o r t s  of arrests,  crime, and 
~ e r v i c e s :  be r ~ h e s  f i l ~ s  f o r  a w i d  t y  o f  i n f o ~ a t i o n  s u ~ h  
modus o p ~ r a n  i, a l i a s e s ,  and o t h e r  ies, indexes  and f i l e s  
enforcement  i R f o r m a t i o R , ~ a r d s ,  r e p o r t s ,  and p r ~ p e r t y . r e c o r d s ,  performs r e l a t c d  
c l e r i c a l  d u t i e $ ,  w a i t s  on the p u b l i c  a t  t h e  i ~ n f o ~ a ~ i a n  c o u n t e r ;  processes 
t e l e p h o n e  and o t h e r  1ega 
f r e q u e n t l y  t o  insure s a f  t y  and s e c u r i t y  o f  p r i s o n e ~ s  and p r o p e r  s a n i ~ a r y  
c o n d i t i o n s ;  f f n g e r p r i n t s  and p h o ~ o g r a ~ h ~  i n d i v i d u a l s ,  a ~ i n i s t e r s  f i r s t  a i d  as 
r e q u i r ~ d ,  and o t h e r w i $ e  assists i n  t h e  proper  maintenance o f  p r i s a n ~ r  c u s t a d y .  

and p r o p e r  c a l l s  c ~ n c ~ r n i n g  p r i s o n e r s ;  i n s p ~ c t s  f 
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LICEFJSE 

Pa$session of n' appraprjate ~aiifornia operator's license issued by the 

AGE . - 
o f  appointment . 

I 
Modern offic~ methods, ~roce~ures, and equimie :; 
Engli$h u s a ~ e ~  $pellin 

knowledge of shar 
ar, and "ocabu~ary~ 

1 

and 

~curately at a rate o f  35 words per m i n u ~ e  
Learn local geography~ 
Speak clearly and decisively; 
Follow oral and written ~ ~ r e c t i o n s ;  
Read and e~Fectively apply p ~ r t i n e n t  laws, po l i c ies ,  rules 

and regulatians having to do with police 
stingr records functians, and detention 

ct ive ,  and reasonable solutions t o  

rically with s ed and accuracy: 
p ~ o y ~ e s  and the p u b l i c  

and 

~ X P ~ R I E ~  CE 

E D U ~ ~ T ~ O N  

Equivalent to comFletian of the twelfth grade 

and 
HE I GHT 
____I__ 

in bare Feet, 

and 
WEIGHT 
P 

I 

Must be i n  pro~ortion to  height b u t  not less than 120 l b s .  nor more 
than 170 I b s .  at time o f  medical ex 

and 

HE ARI N G  

1 i n  each ear. 

. 
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DI S ~ A T C ~ l E R " ~ ~ E R K - F I R E  

Salary R a ~ g e ~  $631 - $663 - $696 - $731 - $767 

Under supervision, on an assigned s h i f t  i n  the F i r e  Department, 
a t h r ~ e - w a y  d io te lephone system; to  do d e p a r t ~ e n t a l  

o r k  consi s t i  n o f  typing, f i l i n g ,  r e c o r d  keeping, and 
ape rat in^ a t e ~ e t y p e w r i  r; and t o  do r e l a t e d  work as required. ' 

EXPNPLLS GF DUTIES 

Rec~eves f i r e  c a l l s  and coord inates w i t h  t h e  Fire Captain on 
d i spa tch ing  o f  e q u i p ~ l e n t ~  ca l  Is o f f - d u t y  f iremen and ~ l u n t e e r s  on 
r a d i o  u n i t  t o  du ty  when orr'ered by superiors; issues f i r e  penn i ts  
when required; a s s i s t s  i n  m a i n ~ a i n i n g  departmental records of f i r e  
cal Is and  raini in^ ~ e c o r d s ;  types correspondence and reports; mainta ins 
l o g  o f  runs made by f i r e  e n ~ i n ~ s  end t rucks;  a s s i s t s  i n  the p repara t i on  

fcr p e r ~ ~ ~ i c  repor ts ;  reca i  r plaints and g ives ~ x p l a n a t i o n s  and ,. 
i n f o r ~ a t i c n  t o  the p u b l i c  o 
t ou rs  o f  a d i ~ l t s  and c h i l d r e  
day or n iqh t ,  to handle the  uni c a t ~ o n s  o f f i c e .  

n t ' s  p r e ~ i m i n a r y  budget; compiles in format ioR and s t a t i s t i c s  

he telephone and in per so^; conducts 
ough the f i r e  house3 repo r t s  f o r  duty, 

: 

Local ~eography,  o f f i c e  me~hods, p r o ~ e d u r ~ s ,  and e q u i p ~ e n t .  

and 

Learn t h e  standard broadcast in^ procedures of  a r 8 d i o t e l e p h ~ n e  

Fo l low w r i t t e n  and o r a l  d i rec t ions ;  
~ s t a b l i s h  and ~ a j n t a i n  c o o p ~ r a t i v e  work ing r e l a t i o r i s i ~ i p s ;  

t s l y  a t  a r-ate o f  35 words a minute from c l e a r  

and t o  be l i censed f o r  i t s  operation; 

COPY. 

and 

A t  l e a s t  two years o f  general, ~1~rical;business o r  record 
kespi  ng work. 

and 

Education: 

p l e ~ ~ o n  o f  t he  t w e l f t h  grade. . 
T 


